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ABSTRACT } _

TWo technical writing courses at z two-year
agricultural college were desigied to meet the individuaiized needs
of students in various agricultural studies in the animal industries,
horticulture, agricultural business, and agricultural mechanics.
Offering a technical writirg program, based upon the WIlting tasks of
the students' intended Qcﬁupat*ans Lég&*fed consultation with
advisory combittees of the various agricultural programs. *ne:e
committees, composed of. eight to fifteen people ip actual industry

. positions and farm operations, provided over 200 responses and
comments ‘on what they considered necessary in the English courses: at
an. ggriculturai college. This feedback resulted in the revision >f
the existind technical writing course and the creation ofe¢z second
writing course with additional emphasis on ‘business letter writing.
Students ;n these technical writing courses write busirness .letters
specific "to their field of agricultural study (at tines witn
suggestions from their agricultural studies advisors), prepare saven
types of research reports, and develop specific communication skills
for meetings, telephone calls, newsletters and brochures, advertising
and news articles, interviews, and communication among workers,
(Appendixes provide course outlines, course syllabi, and samples .of

assignments.) (RL)
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Linda Houston
Agricultural Technical Institute
~The Ohio State University
Wooster, OH 4469]
TECHNICAL WRITING PRACTICALLY UNIFIED THRDUGH!INDUSfRY
.In order to understand h@w!oﬁr technical writing program is set up, I,
feel you need to have some general background concerning the Agricultura?
| Technical Institute (ATf) which is located in Wooster, Dhi@f The Institute
'is a twc;year agricultural college, an administrative unit of The Ohio
§tate University's College of Agricu1ture. ATI opened in 1972 with a
beginning class of 198 and is now in its ninth year with an.errollment of
about 760. We offer an Associate of AppliediScience degree in seventeen
technologies, ranging frgm a traditional daiFygSCiEﬂCE prégram to a less
traditional beekeeping program. 7
Our student body is diverse, w%th students from large urban areas and
small rural areas; most are. from Ohio, though some are from other states
and even other countries. Most of thé student body is 18-20 yeérs of age
and uﬁharried; of the 766 students,. 509 are male and 257 are female. |
About 33% of the incoming class 1is pTaéed-in a developmental communication
skills program and about 50% is placed in a developmental math ﬁragram;
Less than ten percent of our students transfer to baccﬁiauﬁeateEgrantiﬁg
institutions. |
ATI ;as four academic divisions under which the seventeen téthno1ogies
fall, and one aéademic division, General Studies, under which suppért
courses fall. Below is the breakdawn;

Animal Industries Technolcgies

Dairy
Horse _
Livestock--Beef and Swine/Sheep

o R
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Horticulture Industr1es Technologies

F1oricu1ture
Greenhouse
Landscape
Nursery

Turf

Agricultural Businesses Technologies

Agricultural Research
Agronomic Business
Beekeeping

Crop Production

Food Marketing

Agricultural Mechanics Technologies

5011 and Water
Forest Products
Materials Handling

General Studies

Chemistry
Biology/Botany -

Math

Social Sciences
Communication Skills
Developmental Education

«Technical Writing courses are taught in the Cammun1cat1on SKills
area, an arm of the General Studies Division. - How we un1fied these
technical wtjt1h§ courses with industry is the tgpic of today's prcsentaﬁ{@ni
The objeéfives of the Ipstitute, as set forth in our bu]]étin, irclude
that of gffering a Caiiege=1éve1 pf@gram in Se1eéted agricultural tecﬁﬁa1aqies
50 th§tcﬁur graduétés possess occupational competence in their techno?dgigs!
This goal of occupational competence posed a challenge to those cfvus '
teaching iechnica? writing. Traditional courses of instruction in technical
writing have not been d1rected to angcu]tura1Iy bfged two year colleges.
;;i If we were to help Fu1f111 the objectives of the Institute, we had to offer
| a-techniCST“writiﬁg'program demonstrably based upon the writing tasks of.

/ the students' occupations.
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Our original technical writing course had é1ready been in existence
since the school opened bLE it became clear that it was not fulfilling the
. individual needs of the students in the techﬁo1cgies‘or the needs of the
students in the industries once they graduated. Each technology at ATI
has an advisory committee composed of eight to fifteen neople in actual
industry positions including farm operations. The members, according to
ATI requirements, are persons who are rec@gnized:E}”their industry as
prominent and successful with a thorough undéréfgnding of their total
industry needs, challenges and trends. An {mQOftant point ¢f the committee's
formation is utilization of the édvice and counsel a% such a committee once
its members have been bﬁpught together. The advisory committees meet
- separately at least annua11g to review their programs and make recommendations
to the techné?ogy coordinators in order ta_strepgthén‘the program they |
of industry input. I felt the best p1ace_ta-stért in our attémptrtD unite
with industry was to go directly to industry. I got in touch with each -~
member of each advi§ory cammﬁtfeei Letters went out requesting exaﬁp]es of
actual writing they required of théir empjayéesg if they were managers, or
were required of themselves, whetherkménagers or employees. Many éf Dur.
advisory committee members run farm operztions as well as private businesses,
some work in government Extension Offices, or in Soil Conservation District
0ffices, still others do research or run beekeeping operations, while yet
others work in fertilizer or grain and feed operations. Our Tetters,
theref@rs, went out to over 200 people in all major industry areas of
u agriculture requesting their comments on what they saw, as the need for our

- English courses to incorporate.

=
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I read and scrutinized all the responses mples they
sent. The result was the revision of one te e . rse and the
creation of a second writing course. Stude: 0: >gies have a
choice; they may take T113 (Appendix A), oL B - 2d course, or

T114 (Appendix B), our new technical writi:

I would Tike to present the two cours u can further see
how we unified industries' ideas with our te iting courses. The
syllabus of each course is misleading, for - one looks Tlike any

technical writing course and the other, 1ike any business communications
cours2, I'd like to begin by descrit:ng Technical Writing T113 (Appendix A).
» Business letters seemed to be thé one constant in every advisory

committee members' response, in fact, writing letters seemed to be the major
type of writing needed in every area represented. The students, howaver,

meust write Tetters specific to their technology, so that a student in the

. craps@curwicuTQm must deal with letters of sales, complaint, inquiry, and
so on, éé they pertaiﬂ to crop praducti;n. -The students are asked to Qo to
their technology coordinator for actual situations if they need suggestions.
The time spent on Tetter writing is comparatively short in this course for
although all indﬁstries indicated the need for business communications,
some stressed other areas as well. The-students who will now take this

- course are in curriculums where advisory people indicated need for some

research and many types of reports. The syllabus iﬁdicates seven types of
reports--the process report, the proposal, the progress report, the reséarch
paper, the technical defiriition, thelsummary, and the abstract. All these
areas are covered in all sections of T113 but all students are not required
to do all reports. A student in the Research curriculum, for instance,
might be required to write a research paper and a proyress report, for those

are two types of reports commonly needed in that industry. Students in the
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animal curriculums might be reqﬁiféﬂ té.@rite a pﬁacess-repcrt, a progress
report and/or a proposal as those threz are needed in their fields. - For
example, a process repaft would be used for exp?ainingAth an animal is to
be vaccinated or how arti?icai insemination is to be done, a progress
report would be used to keep records on a particular animal or project on
the farm, and & proposal might well be used to apply for a loan. from a bank
ifean individual is expanding his or her farm operation. The major diffi-
culty involved in this "unification" with industry occurs when our technical
writing sections are multi-curriculum classes. This is indeed a more
difficult but-nct impossible task for the instructor. The iﬁstructgr must
deal with students on an individual and‘smgii group basis. Appendix C
indicates a syllabus used in one of my T113 Technicai Writing courses.
Hopefully it will give you an understanding of the flexibility needed in
such a course. i |

Our second course, T114 Business Communcations (Appendix B), is a
direcﬁ off-shoot of the advisory committee study. The needs of many of our
‘students would still not be met with our {nit;ai course, even as revised.
Business communication, an accupatioﬂaf communications course, is set up as
4 less ﬂraditicna? technical writing cautéeg There is a much greater
emphasis on letter writing in this céurse. Students in the Soijl and. Water
program, fér:examp1e, if employed by a Soil and Water Conservation District
will spend a yood deal of time corresponding. The section inciudes, asﬁygﬁ
can see, a far more detailed 1ist of types of correspondence-informal Es"'
well as formal. I have included a copyLoF one letter writingiéssignment

for Agricultural Business student: (Appendix D).

N,
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Several advisory committees indicated the need for filling out forms, as
evidenced by the material received from the Ohio Grain, Feed and Fertilizer
Association, Inc., to name Just ore. Forms suggested included order blanks
and work scﬁedu?es. Again, as the quarter begins, an instructor has to see

what curriculums are represented and then organize fer individualized

instruction, working with the technical coordinators and collecting materials

from industry. The section dealing with meetings arose from the call by
some adviséiy committee members for the need to organize and take part in
such organizations as Farm Bureau. Included in this area might be written
announcments for meetiﬁgs. |
Still other responses, those from the horse curriculum, floriculture,

turf and wood products just to name a few, called for brachure and news-

lTetter pub11cat1ons as well as med1a ads and news articles. (A Sy11ébus for

T114, Winter 1981, is presented in Appendix E).

Most responseg stressed the need for communications in genera1 One
gentleman, a Faﬁner, called to express h15 hope that writing, that speaking,
that ao a11ng w1th empioyers and emp]oyees be a major part of the Eng11sh
program. He was calling, he said, because he hall few communication skills,
didn't feel qualified-enough to write me a letter and had, indeed, been
hampered by the lack of such skills. Such testimanys I might add, is
invaluable in motivating studéntss

The final topic ?QVETEdriﬂithe E@hrse is the report. Many advfsary
committees mentioned the need for progress repartsland prdpasa1s, though
not-majér reséaréH papers, procecs repcrts or summaries and abstracts

Horse students, turf students, soil and water turr1cu1um studénts, to name

. a Few, according to adv1sary committee respanaes,ﬁindicated the need for

progress reparts fﬁ. animal pragress or project progress, proposals were

*’1ndjcated'a5~weTT‘fbr‘draihé§é'Eﬁhstructian on golf cnurses and farm land

8
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or for enlarging existing facilities. One report of this néture, thén; is

ingorpcrated ir this course. The two types.are discussed and the students,

depending on their technology, chose oné.;rThérefo?e, in a class GfAéS, there
William F. Funderbunk, in o paper delivered at the Conference on

Technical Writing, 1978 at Southern I11inois University, in Carbondale,

said, "Educators can better prepare their students for jobs in indv .ry if

they actually seek the advice and counsel of peaﬁTe from industry. warkingw

together, they can study the needs of industry and plan courses and programs

that help to meet these needs."

Our two courses are not perfectly divided. Some students who will
take T113 will miss out on some material they might need that is covered in
T114, and visa versa. But certainly since I undertook the study, I feel
ATI has moved forward, as Mr. Funderbunk suggested. Hith the revision 6f
our original course and the introductios of a new one, we at ATI are better
meeting ﬁhe needs of éur gﬁudéﬁtSEfDF their future employment in their

industries.

Y
o,




-g- Linda Houston.
. Agricultural .Technical Institut

' ‘ The Ohio State Un1veﬁs1ty
: Wooster, OH 4469
. o &
"~ APPENDIX A
COURSE DESCRIPTION
COMMUNICATIONS SKILLS T113
I. COURSE ORGAMIZATION ' S

A. Title: Technical Reporting

B. Credit: 3 hours _ ]
C. Periods Per Week: 3 cl ‘ <
D. Prerequisties: 01d T101, New T101 and T102 or T111 )

Not open to students with T103 credit

IT. COURSE DESCRIPTION o

—ﬁrfTraiﬁiﬁéiéﬁd'practicaT writing for industry, business, ‘and research with
emphasis on special requirements and techniques for the technical report.

ITI. COURSE OBJECTIVES :
The studenﬁ shoula be able to:
1. demonstrate in writing a working knowledge of the English language;

2. demonstrate the ability to write tactful, effect1ve business letters
in conventional farmats, :

3.  graphically represent the 1nf0rmat1on cgnta1ned in technical repcrts
and papers;

4. demonstrate a kncwledge of how to find information in the library,
how to pre-write reparts how to evaluate information, and how to
present information in conventional report formats.

IV. COURSE CONTENT

A.  Reporting Information a : k
1. Importance of communication 7
2. Definition and role of technical writing
3. Audience analysis

Effective Business Communication

[

1. Types of Bus1ness CDmmun1cat1on
a. Letters
b. Reports

Business Letters
a. Inquiry
b. Claim, Adjustment
d, Order

A ’
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C. Gathering Information
. Sources

no ©a. Library
b. Meetings, interview$, etc.
"Notetaking

Evaluating and argan121ng information
a. Logical analysis
b.  Outlining

L
L ]

Iy
=

Presenting Technical Information
1, Types of reports :
Process report:
Proposal report :
c. ' Progress report . e
d Research paper
e. DEF1n1t1ons/Summaries/AbatractS
2. Techniques of Exposition .
a
b
I

D"W

Mechanical elements
"Stylistic elements
Tlustrating Technical Reports
a. Usefulness of'visual aids
b.  Occasion for use
c Types of visual ajds -

) 1. Charts 0
2. Diagrams
3. Tables

V. SUGGESTED TEXT

Pickett, Nell Ann and Ann Laster, Technical English, 3rd Ed.,"
San Franc1scc Harper & Row, 1980 :

[
{(“;‘;

= VI, REFERENCES

Andrews, Deborah C. and Margaret D. Blickle, Technical Writing:
Principles & Forms, New York: Macmillan Pub115h1ng Co., Inc., 1978,

Dagher, Joseph P., Technical Commun1cat1on A Practical Gu1de,

Englewood Cliffs, N.J.: Prentice Hall, Inc., 1978.

Prentice Hall, Inc., 1978.

Eisenberg, Anne, ReadingﬂTechn1ca1 Books,. Engféwoad C11Ffs, N.J.

Houp, Kenneth W. and Thomas E. Pearsall, Reporting Technical  °

e . L3

Information, 3rd Ed., Glencoe Press, Ca]1fqrn1a, 1977.

Leonard, Donald J., Shurter' s Communication in Business, 4th Ed
New York: McGraw Hi1T1, 1979.

VII. EVALUATION PROCEDURES

Writing Ass1gnment5 including letters and formal and informal ‘reports = 80%
_Exams = 20%
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A.  Importance of Occupational Communications

-10- Linda Houston
Agricultural Technical Institute
The Ohio State University '
Wooster, OH 44691 ‘

i APPENDIX B ‘
COMMUNICATION SKILLS TECHNOLOGY T114
o * COURSE DESCRIPTION

. COURSE ORGANIZATION

A. Title: Business Communication

B. Credits: 3 hours .

C. Distribution of class time:- 3 ¢l

D. Prerequisite: T111 or T101 and T102
COURSE DESCRIPTION

Training and practical skills for business writing with an emphasis on
specific requirements ard techniques for all occupational communications.

COURSE OBJECTIVES, 7

The student should be able to:

. 1. demonstrate in writing and speaking a working knowledge of the

English Tanguage;

2. demonstrate an ability ta-reseafchaieva1ua£e,70rganize and present
material for various types of written and oral communications
(aside from letters) needed in an occupational setting;

3. effectively write various types of personal and business letters .
* using standard English and conventional formats; . " |

4. prepare visual materials found in c&cﬁpatianaT ccmmuni:atiﬁﬁs.;
COURSE CONTENT ‘ - o

B.

I

ffective Occupational Communications for Public Relations .
. Usage ‘ :
Appearance
Accuracy : _ , _
Efficiency _ . : .
“Clarity ‘ . co
Tone

e o o ow ow

C. Business Letter Writing.
1. Formats
a. Parts of a Jetter
Layouts ~
Envelopes
o~

[ e
xow

2

e
&5



2. = Types of Business Letters
a. Inquiries/Requests
b. . Informational : .
(1) explanations :
(2) instructions
© Sales Letters’

c.
. d. . Credit letters
e.. Collection letters
f. .Goodwill letters
g. Personal letters
) h. - Form letters :
=1,  Order letters
. j. Remittance letters
B 3. Informal messages
) a.- Memos
b.. Forms
c.- Applications
D. InterpersgnaT Occupational Commun1cat1cn5
1. * Meetings.. o 7
a, . Organ1z1ng/cai11ng : : : ) ‘
b. _.Minutes . fsg
2. Newsﬂetters
3, . Brochures _ 7
4. Media ads - news articles -
5. Telephone Use
6. EValuat1ve Reports -
... 'Employee . - o . _
b; - Employer : o e -
: © 7. Interviews - o - .
R T . .8. ° Communication among. workers
R "~ -d. - Upward (supervisors).
« .. ... b.  Dowhward (subordinates)

. ci HQﬁ§ZDnta1

| E. - Visuals for Dccupat1ana1 CDmmunicat1giﬁ g;;;fé

. F.. ‘Informational Reports S S
s EEN ‘ I  1 1‘. PPQQY‘ESS REpG\‘"t V | - i -
S . 2. Propcsa] Sl

V. RECDMMENDED TEXT _

A . 3 B ‘ -
o v Akrey, Jsabel1 ‘and Berﬁadette v, Metz1er PFTnc131éSigﬂd Techniques of

? - Effective Business Communication: A Text Workbook, New Yarkgﬁﬁarcourt _

' - - Brace Javanav1ch 1976. T TS — ;ﬁw;ymwy_;:ft;,_ﬁ S

VI"REFERENCES

Amer1can Association.of Agr1cu1tura1 Co11ege Ed1tars, Cammun1cat1cns Handbagk,
‘\\gxfrd Edition, Danville, IL Interstate Pr1nters and Publishers, Inc., 1976. °

' Dawe, - Jess‘AmDn and w1111am JacksDn Lord, Jr s Funct1ana1 Business
. Communication, Englewood Cliffs, N.J.: Prentice-Hall, Inc., 1974.

= .
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Eggland, StEVEﬂ and John W. Williams, Human Relations in Bus1ness,
Cincinnatit South-Western Publishing Co., 1977. Bk ] '

Leonard, Donald J., Shurter' srpgmmgnj;atien ipﬁBusiness}*New YéFk:

- McGraw-Hi11, 1979.

LeVe1 Dale A., Jr., and William P. Ga11e, Jr., Business Communications:

Theory & Pract1fe, Dallas: Business Publications, Inc., 1980,

Michullia, Jean H., Let's Talk Business, Cincinnati: South-Western
Publishing Company, 1978.

Robertson, Mary, and W. E. Perkins, Practical Correspondences for Colleg

4th Ed., Cincinnati: South-Western Publishing iCo., 1974

Wiener, Solomon, Mastering Business Letter wr1t1nq, New York:

‘Simon and Schuster, 1978.

w11]1ams, John W., and Steve A. EggTand Communicating At Nerk
Cincinnati: South- western Pub11sh1ng Co. _

Wolf, Morris Ph111p, Dale F. Ke;ser and Robert R. Aurner, Effective

Communication in Business, 7th Ed., Cincinnati: South-Western Publishing Co.,

1979.

EVALUATION

Written Assignments and Classwork = 70%

Exams = 30%

- ;L""
e



=13- : Linda Houston :
’ Agricultural Technical Institute
The Ohio State University
Wooster, OH 44691

~ APPENDIX C
COMMUNICATION SKILLS T113
SYLLABUS -

Summer, 1980

Linda Houston .

Home Phone: 264-9918
Office: - 144B

- Office Hours: MWF, 9-10, 12-1
Class Meeting: MWF, 11 a.m., Room 212

Course Description:

This course is designed to help you achieve more confidence in extracting,
evaluating, and synthesizing information; you will need to have a working-
knowledge of materials in the Tibrary (ATI, OARDC, OSU interlibrary loan
facilities, Wayne County Public Library, The College of Wooster, etc.). ‘The
course is a course in the processes of writing specific types of papers, many
of which you may be called upon to complete for other courses at ATl as well
as in the years to come; the emphasis will be upon clear, concise, accurate,
conventional, appropriate materials on a worthwhile subject of interest OR

" technical field as specified in the assignment.  Technical writing is
written communication using specific vocabulary (language) for a specific .

audience-on a particular occasion. _

Course Objectives: )
- To successfully complete the course.a student should be able to do the
following: .1) show through his work an acceptable knowledge of the English
language; 2) demonstrate the ability to write specific types .of letters using.
conventional style and form; .3) demonstrate an.ability to prepare, research,

~and write technical reports in-a logical, well-thought-out manner; and 4). show.

* the ability to use and interpret graphic elements in .technical reports.

Texts: Technical English, 3rd. Edition, Pickett & Laster, 1980.
- - Dictionary (paperback will.do) . ' o

Materials: Folder(s) for papers
& x 11" non-spirailed paper . -

thes:

. You are expected to prepare and pﬁeseﬁt your own materials and to'acknow1edge': _
your indebtedness to others. Plagiarists (cheaters) face an E grade in_the_course.

possibTe dismissal from the University, and/or a note on the permanent record.

2. As a‘general rule, exams may not be made up. Arrange to complete work before
absence. In any event, see the instructor before the next -class period. -

3. You do not need to type your papers. However,.legibility and neatness are essential
for a passing grade. Please use pen for all major assignments.
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4. Attendance is expected. Field trips are excusable, but you are respans1b1e for
- all work covered in and-out of class. ‘A paper—will receive a 5 point penalty for
each day 1ate3 it may not.be turned in later than 5 days after its due date.

5. " Exams will be based on textbook readings and Tecture notes; lectures may ‘cover
extra material than what is found in the text; text material will not always be
covered in the lecture; thus, you are required to read the textbook

6. A report may be written 51mu1taneous1y for this course and for another course,
but prEV1aus1y done work is not acceptab]g

7. This course (T113, Summer, 1980) has been set up in conjunction with Dr. Borton's
Animal Tech 225, Livestock Disease Prevention. If you are not taking that course,
another report may be subst1tuted for the research paper.

8. "~ Al papers will be co11ected'on the last day of the quarter.

9. This course is set up for lectures and work sessions. There will be many work
days for individualized help. I will announce those ahead of time. The
important point is to keep the lines of communication open. Ask questions, come
to my office, see me: 1n class--but don‘t assume--check it out!

Grading Scale: 90-100 = A 74-76 = C
: 87- 89 = B+ 70-73 = C-
" 84- 86 = B 67-69 = D+ ;
L S 80- 83 = B- - 60-66 f'D -
- o 77- 79 = C+ _; 59-below
Teritative .Grade Weights: S ' : "f S -
| .‘Letters_l . 20% - (200 points)-
" Definition . .10% (100 points) ~
_ . Summary . 10% - (100 points) - '
: : rocess/Device oL - : - ]
"Choose One | Progress 1. 20% (2 pDints) :
Proposal . - § : ' ®
Research/Disease  10% (100 points) o
© Exams N 305 (300 points) ’
e Total 100% (1000 points)
Tentative Schedule: o ‘ |
Hggg' o Texté R ' Subgect . : ) Assignment .
C June 23 25, 27 Part III - Intrgduct1on to Techn1ca1 Writing Text - Ch. 9 :
‘ ~ Ch. 9 Principles of essay writing ,,,,,Rp:parch d1sease;papep44fv,

'i”' Obstacles to good technical wr1t1ng
- Factual vs, personal writing
Library Orientation

June 30, - - Ch. 9  -Research paper techniques Work on research paper,
July 2, 4 . , L ' P ~ Due July 11 .
) ' S I o Plan Sheet # 1 (p. 387)
Plan-Sheet # 2 (p. 389) -
Plan Sheet # 3 (p. 391) -
Plan Sheet # 4 (p:.7393)
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July 21,23,25

July 28, 30

Aug.
Aug.

Aug.

Aug.

Aug.

1
4,6,8

11,13,15

18,20,22

25 .

Ch.
Ch.
“ch.

Ch..

Ch.
Chi

~

Lo »]

PO —
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Business Letters

- Proposals & Progress Reports

Definition
Catch-up

- Return Exam

! Visuals

Reports
Summaries -

Process/device papers

Visuals

Letters - Due July 25
Health plan outline
Due August 1

Written definition in
class - Due July 23
Letters Due duly 25 . /
Outline - Health Plan "
Due August 1

Summary in class, Aug. 4

Work on Health Plan-

Work on Health Plan paper
Due August 25 °

Prepare visual for proces
device report :

EXAM II o
Work on Health Plan

Final Paper Due |
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APPENDIX D

COM SKILL T294/T114
Letter Writing Assignment
Due February 7

Your assignment is to write four business Tetters and one inter-office memo. You
need to choose four of the six assignments given below. Number 7, the memo, must be
completed for a total of five different pieces of correspondence.

You may substitute any situation you w1sh for any of the g1ven examples. The'
substituted situation must be in your area of agr1ﬁu1tura1 study. Be sure you follow
directions carefully and use your text as a major guideline/source.

1. These are not rough drafts., The layout of the letters is EXPECtéd to be camp]ete,
these letters could be mailed. You need to provide a return or \inside address for
‘the letters, and in all respects - type of stationery, margins, arrangement of
parts, legibility, and the Tike - the letters are to be worthy of being mailed.

2.  Your pEFfDnﬂanCE should reflect a clear understanding of the prin:ip?es and
practices in our text. - In grading, I will deduct for errors in mechanics and
grammar; I will expect canventiana1 letter layouts; and T will examine with, great
interest the tone of syour letters. As I will use grading check Tists derived
*from the appropriate sections in the text, it is un]]ke]y that you will do we11

~if you do not scrutinize-the text.: _ , :

3. On your cover sheet, ynu shou1d list your ‘name, 'the course name, the hour, and 7
the number exercise you have chosen. Also, please list the type of form you used
for each Jetter. - A . ' A

Examp1e Letter 1 Semi b1qck} :
Letter 2 Fu]T block -

You may use all one- form, but you need tD 1dent1fy 1t iBe‘canSistent within
each 1etter ' 2 . . ! '

L These are NDT rbugh drafts ~The 1etters and enveTcpes shgu1d be typed
. The memo should be typed but needs no enve?ape ,

;fé; _ P1an sheets are attached far each type of 1etter ycu are required to do Ccmp1ete

the plan sheet before writing your Tetter.- It is a good outline, thus basis, for
__your letter, Keep in mind your text stresses planning the_main points_of the_;,,,m,g,ﬂ

letter before you beg1n Theée p]an sheets he]p

(1 have -not attached p]an sheets Far this paper The sheets are on the order '
of. those found in Technical Eng11sh 3rd ed1tion by Pickett & Laster.)

- Numbers . in paren hes1§ 1nd1cate pages in the text that correspond to the R
_..assignment. . T
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The assignment is to do #7, and cthse 4 of the other 6.

1. Order Letter (pp. 251-255)

~ Fe ds For Tadays Farm Needs -

Increase your salas ;nd pmfﬂs with . tha Nu- Way Lme
‘New business through consumer demand and fesd performance.
. . Fast service keeps inventory low and feeds fresh,
NU-WAY FEEDS & SUPPLEMENTS . PELLETS & SWEET FEEDS
FI.P PER-PELS — Feed Wormer Peliets for Figs and Pnultry

: - ’ : ~— WE BUY GRAIN —
, DR,.'. HEINZ CO., INC.
Bloomingburg, 0. 43106 Phone 437-7321, Area Code 614

= _ ____

3y =

You have seen the fa11ow1nq ad in Grain Industr1es P]ants and have dec1ded
. to order feed from this part1cular dealer. You must make sure and include
ceal the essenha’ls squested in your text _

2. Tr‘ansn’ntta’l Lettér (pp 26?—270)

' Yau r‘ecewed the abQVé letter (number 1) and are filling the order. erte a
transmittal letter to- the 1nd1v1dua1 ~The 1etter will precede the crder

as the grder is 1n bulk.
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3. Inquiry Letters (p. 261-264) ‘(choose a or b)

~ NOBODY EVER
ASKED ME. ..

Surprisingly, Qiaz‘s one of the most frequent reasons business-
men give for not belonging to their trade or professional asso-
ciation. Maybe it's because there aren't enough pedple doing
the asking.
In any organization, growth is best accomplished through its
own members. Sure, there's a place for membership drives and
campaigns. But over the long pull, the most effective recruiting
is done through quiet, steady work of dedicated members. ‘
: If yéu are now a member of Ohio Grain, Feed & Fertilizer ;
. Association, try a little of this friendly persuasion. You know .
who the best-prospects are among your associates, suppliers,
customers. Tell them a little about the program and invite them
to join, : LT S
- If you're not a member of Ohio Grain, Feed & Feﬁiliééf Asso-
ciation, you're missing the tremendous benefit of profitable
. sharing. Don’t miss it any longer. , o b — o
fﬁr;:idir yourself asked!!! ‘ ' o
Just fill in the application blank on page 273 or call or write the ‘ K
Association office for complete details. o : ; -
OHIO GRAIN, FEED & FERTILIZER ASSOCIATION, INC.
o . 98 Years of Service to the Industry ‘
Coe A Organized 1880 o 7
" 6377 N. High St., Box 151, Worthington, Oblo 43085 - _ L
' Telephone 614-885-4429 — C

Youisee this notice or ad in the Ohio Grain Feed & Fertilizer Association Directory.
N ,‘ vt e il et ie " find out m { abou i thE'érganfzatian_ Write
) ot wish to join as yet, but wish to find out more aboui ne-organi: n. Wl
;Dgegge: of inquiry to the address given requesting materials. Keep in.mind that you
‘want to know-what benefits you would derive from being a member. :

=

Eea) ) ‘. | ) oo Lo . ) .

IToxt Provided by ERI



* Flavomycin™

Increases weight ga‘fns
& improves feed efficiency
in hogs & beoilers

Reserved solely for use in animal nutrition, it heis a
unique chemical structure that differs from any other snti.
biotic in use today. It's so safe you can feed it right up
to the day of slaughter with no withdrawal restrictions.

Call or write for complete details, extensive com-
mercial trial data, and economic profiles that show the
advantages of including Flavomycin in your feeding
program. -

Flavomyeln is the ragistersd
tradamsrk of Hoschit AG

BEIAOWAY. VA sVl DL LTE, Pa,
MMCHAMIGH, W ¥ * LIWABUAG, DHIG

Call us for information about these "Products of Progress"

CYANAMID ANIMAL FEED &  BORDEN'S -
ANIMAL HEALTH PRODUCTS = CDP « Dikal 1814 ¢ Dikal 21
= Aureomycin * Tramisol . ~Fermacto Bospro
ROCHE ANIMAL HEALTH & PILOT BRAND : :
ANIMAL FEED PRODUCTS - Oyster Shell - . o
PHELPS DODGE . SEACOAST PRODUCTS .
Ry - . - " Smith's Fish Meai _ ,
 Coppear- Suifate o _ . )
L . GRAN-I-GRIT g . |
’gf:?'-'-f"f“" « 7 SMITH KLINE )
Bedding & Litter ' stafac |
FARMARCO . 'MILK SPECIALTIES |
Starga-?g & Feed Flavors Milk- Rgplagars

Q-Yc;u see the following ad in the trade paper Feed Stuffs. As a feed dealer in Wayne
County, you do*not carry Flavomycin. You are interested in finding out more about
this product so you can dEC'i'ié;,Hhe,ther_zm:,nct,ﬁtaﬁcatﬁy;it:fgﬁd-is-tﬁbutignrfwri'te:‘

" the company: a letter.inquiring about the product. -

- N s
P
.
B
.,
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4. Claim (pp. 273-276) (pp. 359-377).. Do a or b.

a. You are the owner of a grain elevator. Suppose that in the past two months
- you have been having problems with a grain dryer you had had built less than
a.year ago. Your investment was substantial, obviously, and you are now

- disappointed with its results. The company that installed the dryer was
' - Aeroglide - :

Raleigh, N.C. 27611 i .
Mr. Ralph Foster was the gentleman you had dealt with earlier. Write a
letter to Mr. Foster explaining your problem. Be specific._ o

b. You are Mr. Foster. Respond to the above Tetter.
5. Credit Letter:

You work ‘for Swift Agricultural Chemicals Corp., in East St. Louis, I17. -The
address is 2501'N. King's Hwy. George Jeffrey has written requesting a large
order -of triple super phosphate. He has asked to charge the order. You have
checked his credit rating and have decided that for this particular order, you
cannot grant the credit. You need to make Mr. Jeffrey understand you welcome
his business and will consider future credit orders. . .

6. Sales - Doaorb .

a. . You work for Agricultural Testing ‘& Consulting Laboratories, 5011 Decatur
Road, Fort Wayne, IN 46806.. Some 'of the services available include soil
testing, feed testing, fertilizer analysis, plant analysis, agricultural. ©
‘consulting, seed germination. Choose 1 of the above services and write to

~one of your clients, Mr. David Jones, a farmer .and try and sell him the

service. -

anhydrous ammonia which iS used as a basic fertilizer material. Write
‘to a client, Wooster Equity (who is presently purchasing the product from
U.S. Steel.). Try to convince them to switch to your company's product. .’

You work as a sales representative for Vistron, -a company that makes

o

7. You must do this assignment. E

+ Bemo.

You are manager for Goodman Grain & Supply Co. in Upper Sandusky, OH. : ‘There
.~ has been a change in policy concerning credit. Previously, 90 days,same as
- cash was accepted. -Now all accounts unpaid at the end of 30 days from time
of purchase will be financed at the rate of 1%% per month (18% annually).

v — 1 . s L cer b Lo -
'You need to let those in.the company working with this policy know that the -
change is. to take. place. MWrite such an interoffice memo. - ' ' : :
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APPENDIX E.

~T114 Business Communication Syllabus .
Winter, 1981
Linda Houston
Home Phone: 264-9918
Office: 1448 ,
Office. Hours* M-W- F By app01ntment
. T-R 9-12, 1-2:30
Class MEEtTnQ M-W-F 12, room 075

Course Description: =~

This course is d951gned for training in practical skills for business writing
with emphasis on specific requirements and techniques for all occupational
communications including letters and memos, business meetings, advertising,
employee-employnr evaluative reports and informational reports.

Course Objectives:
The student 5hau1d be able to:

1. demonstrate in Wr1t1ng and speak1ng a working knowledge of the
English language; : :

2. demunstrate an ab111ty to research, eva1uate, organize and present material
* for various types of wr1tten and oral communications needed 1n an occupational

5ett1ng,

3. effect1ve]y write various types of personaT and bus1néss 1etters using
standard Eng11sh and convent1ona1 format; -

4. prepare v15uaT materials found in occupational communications.

o Text: | Principles and Techniques Df Effective BuSTnESS Ccmmun1cat1an, Krey and, Retz]er ,
~ Paperback D1ct1@nahy S

Materials: Folder(s) for papers . .
Theme paper :

. Notes: | . s

1.  You are expected to prepare and present your own mater1a15 .and to ackngw1edge
your indebtedness to others. Plagiarists (cheaters) face an E grade in the course,
possible d15missa1 from the University, and/or a note-on the pEHﬂanent recofd:
2. .As a genera1 ru1g, exams may not be made up. Arrange,to complete wark before~
absence. . In.any event, see the instructor before the next class period.

. -




3. You do not peed to type your papers. However, legibility and neatness are
essential for a passing grade. DPlease use pen for all major assignments,

4. Attendance is expected. Field trips arc excusable, but you are responsible for
all work covered in and out of class. A paper will receive a 5 point penalty
for each day late; it may not be turned in later than 5 days after its due date.
If you know ahead of time an assignment will be late, see the instructor before
the due date.

2

extra material than what 15 found 1n the text text mater1a1 will %Dt a1ways
be covered 1n the 1ecture, thus, you are required to read the textbook.

b. A report may be wr1tten s1mu]taneau51y for this course and for another course, -
but prev1aus1y done work is not acceptable. .

7. A11 papers will be collected on the Tast day of the quarter.

8. . This course is set up for lectures and work sessions. There will be many work

' days for individualized help. I will announce those ahead of time. The
important point is to keep the lines of communication open. Ask. questions, come
to my office, see me in class--but don't assume--check it out'

Grading Scale: 90-100 A 74-76 C
87- 89 B+ 70-73 C-
84- 86 B 67-69 D+
80- 83 B- 60-66 D

77- 79 C+ ' ~ 59-below = E : -

Tentative Grade Weights:

Letters 7 S 20%

Newsletter/Brochure/Ad o 10%

Employee/Employer. Assignment 10%

. Report/Proposal - 15%
" Oral Assignments, Classwork” 15%

Exams - (Including final) 30% . .
Tentative Schedule: ' '
Jan. 5 ~Introduction tp Course’ S Ch. 1, 2, 3, 4

h Purposes_of Business wr1t1ng ~ ‘
" Appearance
Clarity/Tone
Language
Jan. 12 Letters ~ Ch. 5,6, 7,10, 11, 12, 13
Jan. 13 Letters Same as above -~
Jan. 26 Letters R ' . Ch. 9

~ Memos (Due Feb. 4)
Exam I - January 30

4%
. M,




~ Mar.

Feb.
Feb.

Feb.

Feb.

Mar.

16

23
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Introduction of Propasa1/Prcgress Reports

(Due March 6)
Visuals

Meetings 7
Telephone Communication
Interviews

News1etters/Brochures/Ads
(Due February 27)

"Newsletters

Brochures

Ads

Work on prgpasal/pragress
Employer/Employee

Communication - evaluative reports
(upward, downward, horizontai)

Employer/Employee Communications
(Due March 11)
Exam II - March 9

£y



